TRACS Internet User Guide Chapter 3 Contract/Project Based Voucher Summary Reports

Objectives
Contl‘aCt & By the end of this chapter, you will be
: able to:
PrOJ eCt e Query information from Form HUD-
52670
B as ed e View query data from browser
Voucher e Download and print aVoucher
Summary Report
Summary

Report

The Contract/Project Based V oucher
Summary Report provides information
derived from Form HUD-52670,
Housing Certification and Application
for Housing Assistance Payments within
a specified date range. Grouped by
project or contract, the report provides
information on the total number of
subsidized and non-subsidized units
submitted on the voucher, as well as
assistance payment information
including total assistance payments,
adjustments, and debt service.

The Contract/Project Based V oucher
Summary Report option can be selected
from the TRACS Main Menu.

From the Contract/Project Based
Voucher Summary Report screen, the

’5 displays directly above the User
Guide link asavisual to direct usersto
the user guide for assistance in using this
application.
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3.1 To access the Contract/Project Based Voucher
Summary Query Screen:

1. Fromthe TRACS Main Menu, click on the Contract/Project Based V oucher
Summary Report link, and the following query screen (Figure 1) displays.

by i
TRACS

Contract/Project Baged Voucher Summary Report

Enter the Contract or Project Mumber.

Contract Number: | | ot Project Numaber: |

From Voucher Date: (WMWTDITT YY) j[]lf
To Voucher Date: RMDD/TTYY) | Jou/

REFORTBY: & PBrowser O Download

[ Submit J [ Feset ]

i o 2\

— a |
: Hu ek Back to T-:pl
Send hail Home

Figure 1. TRACS Contract/Project Based Voucher Summary Query Screen

3.2 To submit a Contract/Project Based Voucher
Summary Query:

1. From the Contract/Project Based Voucher Summary Query Screen, enter the desired
contract number or project number.

&5 Note: The Contract Number is an 11-character field with no blanks allowed. The
Project Number is an 8-character field with no blanks allowed.
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2. To specify adate range, enter datesin From Voucher Date and To Voucher date
fields.

&5 Note: Both dates have three fields: Month, Day, and Year; however, the Day field is
fixed at 01 and cannot be edited. In other words, date ranges must begin and end on
thefirst day of the month. Also, the Month field is two digits and the Year field isfour
digits.

3. Toview the report on-line, select Browser. To download report datato an ASCII file,
click Download. (See next section) The default value for report type is Browser.

4. Click Submit to start the Query.

3.3 To download the Contract/Project Based Voucher
Summary Report:

1. Click Reported by: Download; the following Security Warning screen (Figure 2)
displays:

File Download - Security Warning

Do you want to open or save thiz file?

'! Mame: TracsDownload,trx
Type: Unknown File Type
From: nthhgp?1.hud.gov

Open ] [ Save ] [ Cancel

While filez from the Intermet can be uzeful, thiz file upe can
? potentially harm your computer, [F you do not trust the zource, do not

open or zave thiz zoftivare. What's the risk?

Figure 2. Security Warning Screen
2. Select Saveit to disk to name and save the file to your hard drive.

The ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names. An example of an ASCI| file is displayed in Figure 3.
Figures 4(a) and 4(b) are two examples of the Contract/Project Based V oucher
Summary Report.
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Voucher Date,Contract Nurber, brea Code,Office Code,Units in Contract,Units Receiving Subsidy, Units Vacant Under this Contract,
05/01/2000, AADDADOD0D00., 05,01, ,,,, . 1,1,1,1,1,1,1,1,1,1,1,1,1,N,10,N,1,05/01/2000

Figure 3. ASCII File

U.S. Department of Housing and Urban Development
%T RACS Contract’'Project Based Voucher Summary Report

Project Mmmber: 000AADDD Voucher Date Range: 01/01/2004-01/01/2005
Voucher Unif Summary
Coniract Project Subsidy Voucher Subsidized Vacant Market Total
Number Name Type Date Units Units Units Units
AADDADDOODD WIVIENDAS ASIST. EAP 11172004 23 6 0 29
Totals 23 3 0 29
Voucher Fayment Summary
Assistance Request Requested |Approved
JAAQDA000000. [VIVIENDAS ASIST. [171/2004 | 13911 0 -1314 0 0 0 0 0 12597 | 12587
Totals 13511 0 -1314 0 0 0 ] 0 12597 | 12587

Interpreting and Printing this page

Feturn to Query

Figure 4(a) Contract/Project Based Voucher Summary Report
Queried by Project Number

U.S. Department of Housing and Urban Development
TRACS Contract’'Project Based Voucher Sumimary Report

Contract Number; AADDAQDD000D Voucher Date Range: 01/01/2005-02/01/2005
Voucher Uhit Suommary
Praject Project Suhsid X Subsidized Vacant Market Total
MNuniher MName Tape Date Units Units Units Units
DEL PUEBLC APARTMENTS Section 8 . 312005 40 0 . 0 40
DEL PUEBLC APARTMENTS Section 8 14172005 40 0 0 40
Totals 20 0 0 80

Voucher Payment Surmmary

< < Regular | Misc . Total Total
raaer ooy Ve | Tt vt st 52 puaes (G S| sty sty
|\EL PUEBLO APARTMENTS [3/1/2005 | 22381 0 0 ] ] 0 0 0 22381 | 22381
DEL PUEBLO APARTMENTS |1/1/2005 | 22683 | 0 -264 0 1] 0 0 0 22419 | 22418
Totals 45064 0 -264 ] ] ] ] ] 44200 | 44800

Interpreting and Printing this page

Feturn to Cuery

Figure 4(b) Contract/Project Based Voucher Summary Report
Queried by Contract Number
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